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Chief, Neadguarters Training 31 Juiy 1958
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Chief Instructor, Information Reporting,

Gepersl Report on Reporting Courses . .

' ! ' in nformstion Reporting, Beports, and Require- '
mj%mapea o for three remsonst first, to improve the guality of
mm“wmﬁwmmmmmm%?im,gn ]

) sse o 8 f officers so that - #4nished in-

& in the quality
4o make finished informstion rusgrm.
wwmﬁwmmwmmmw ther should
o of gaidance; they have st lgast basic idess
ZNy]  expect vy vay “developed, vhat his Job i3 like &s
ZzNol'd oo vhet 8 reporter is, bow he can be s
D gt e collector, and what his responsibility is for the fast
6285 of information so organized and expressed &s to be
S5 delivery of sssigned , 11y failed in budging
0.0 ; So far the course has signally fad
* {mmediately ussble.
Beul e b afficers from individually procedures
e
SpedN
%?ﬁgﬁ
8%g03 -
Q@%ﬁg : d grew out of
WEA=IN: . Tor at of the comrse to cover S0t andl
: je T 2. e sttempt of the coERe 8 S %6, then DC/BRM,  25X1A%a
o3 oY R developesnt ' m"m’w’ months spent st OIR, submitted "for e:mén‘brby
ﬁhm?ﬁg ~ Course for Reports-Officexs.” As
i“‘;‘?“oi"i a course concerned itself almost wholly 05X1A9a
f%:agi some 1ittle time later but ns the
' ir,gtgi i TR D ced a psper titled "Improving the
gl The 18 here i3 on the field case officer
e aistributed under dste of B February 1957
CUE00 ena rentin for chiefs of epersting divisions under
B gED R then acting ehtef, FI. 2°X1A%
loyeE T B , s
2’- %gﬁd 3. ?wmw,amemmmimmwmﬁm
t _ 7 0. hed been s going concern in the FE dlvisiom. It had been started -
; @ﬁ}?g of dissstisfection with the offerings of OIR in such training. Originally,
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m&_x&wm:mWﬁmm
Bgassters Information reports based on live field reporta. VWhen
I‘h&w&mm&ﬂm}gﬁﬁ,lmﬁﬂm@mq@
tmmining. Nob uniil the course was expsaded to include reporting by case
ﬁaamuﬁwrawmgim Then the talking was limited to the
, z,_,,mmmmmﬁmmumaxmmmwmﬁm
m,mma;mm,mmuammﬂm. There
mﬁu%?u-mmwmm,ma;mthm
whenever theye deak snd & typevriter svallsdble. From 31 Jemusry 1955
%o 1 June 19%, with one month lost to wvecation, 102 7E students were
mih'mmwurmm Sixty-six of the students

&, k*w&latl%,m; enne to see me vwith the suggestion

thet I put into operstion st course that he hed 8eveloped in

form., When I in turn suggested thet his cowrse be modified

el inioery
mMﬁmwmtmemmmwwmmmm

il mo That 1t war aimed at operations officers, he resdily agrved.
sm,mmxmmmwm/mmc/wmmx.
Hemr the el of the interview, I was i{nstructed to get my relesse from
anmﬂmmmmmmmmmwm
struction in information reporting smd reports. I was to finish
the hasdguerters course snd to de its chisf instructor.

) Mﬂm
«m:aﬁmmm,rmmmmmmmzmmw

me wonld take up #)) of esch
in the reporting instruction =t
all reporting instrustion, T was even the chief instructor in the
gourse T wat to develop. Dr. Mmmmmu
the ssscciste chilel instructor - two chiaf instructors for & course the
stodent exrolloent of vhich wes to be set at efght persons. Bibseguently
there were two hinfrvances to the organizastion of the course intc an
srganic sod productive whols. Pirst, the thres ressous for ruming the

5o standing even a8 an sdvigor
Far from beivg in charge of

mm'w-u& mmim:ymxb le
mmmw was a tendency to disusscciate

Mmmtmazmwmmmwmmmm
Mﬁmhﬁmwnwuﬂmﬁngitmm#m“mmmm

- veports anfl reporting

ﬁ:mamxgssm

Mfw%ﬁuﬁmim&%%m The meeting
W%W@BMM&M%M@&%WW,
thad emergancy noels of individusls for instruction be met tutorially;
wmmmmmmmmmmw
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mﬁﬂm; fnstructicn aadl production im the

6. As bas been infinated, 1t had beon hoped fat the course wowld
main @83torial functions io .t

o information reports s, csble spd pouch. From the first clmss on, it
mwwmwmmwmmmum,

the officiai Zirection thet hal been given them in the JRER course snd stop
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wmdmwmnadmmr Ferimcemwmtedmmh
Muﬁ'm W¥E wanted more emphasis on "factual pro-
‘ Had the suggestions been generslly sdopted, there wouléd have
@mmﬁmwmm“mmﬁﬂaim. ann*hme
(Sgreewent and merit in suggestions, they were immedistely incorpor
atad into the cowrse. Mmmmmﬁmmem
steried orgmnizing meetings smong "OFR, FI staff, and division officers
for the purpose of discussion of the IRER course.” He slsc undertook
"RC monitoring of the course.” By 6 Janmmery 1958, he had written to
the ¥I training officer, "Re our IRER meetings - in the sbsence of
decision atherwise, I an instigating Individual diviasiem msetings.
" This should stert as soop a= vacation Jitters cease.” Not much later,
X lssroed that the reetingn were under way when division treining
Mwiﬁowmmmdmaﬂﬁmmm
the soncuncement that "they would be pleased to call the whole dsmn
business off” but they had been called to meet in 204, to 25X1A
"eriticige” the INHR course. That wes the closest the chiel instructor
m,mmwmm.mmm,mwmmguﬁmmgmg
on in them and getting a chance to defend the course. This I do know
hovever., As the mestings progreased, stiendsnce in the course fell off.

Koot the time that a proctoring report of the course by

sddressed to Chief, MN/RC, mmm&mﬁ&aﬁmmnthy
the FlI training officer that as 8 result of the meetings the IRRR course
wonld be reduced in time to two wveeks, envollment had resched o low of
three stulents. The three students were tanght tutorially, s most
affective but expensive method with the ratio of one imstructor to ome
student. /T an sttaching a copy of part of a three-wesks course report,
the proctoring report, and my reply to it so that the contents of all
three will be availsble to you during your digest of this report./

- 8. In iis continuing development, the course has been kept flexible.
Content has beern varied ss sfeed for adsptation to changing circumstances
and groupe of students became apparent. ZEmphasis, too, has been shifted
a2 the pesd Tor shift srose. The changes are spparent when the schedule
of clans Xo. 1 iz compared with that of cless Eo. 15. The first class

was divided into two groups - A, reports officers; B, operations officers.
mmsdm@ﬁmmuuﬁnnmwmmw the

mw,&mmmmnmuwmm
spacial reports; B group, in reporting. Afterncons were spent Ly both
groups in processing reports. B group put in most of the third week on
soparvetion snd reporting problems; A group, in processing reports. The
schedule for class No. 15 shows & quite different spprosch, 8 more realistic
ane, Yirst, there was no &division of the clsss into groups; sll menbers got
the ssme instruction. Lectures on the reporter’s job were followed by what

methods of collecting information and their w&éﬁim in reporting information
o guidence practices at area desks. The second week was given over to further
instruction in reporting, with the bulk of the time to the preparstion of

- b -
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informetion reports of all sorts. The lsborstory work inclwded, besides
the processing of €8 reports into the final form, the preparation of

cable information reporis from materisl gained by observation. The

third wesk was devoted o the collection of informstion and its organizstion

mwmmmmmmmwtmwwtﬁamm”

C8 veports. It is evident from exsminstion of the two schedules that the
comrse in its last session was gesred to the needs of the field case officer
and his tesmsmuate, the fleld reports officer. The hesdguarters reports
sfficer 1s concerned only as he should be in a position to supply guldance
to Tield offTicers 58 the mctunl producers of information. This schedule
reflsctas vhet really bappens in reporting. mmrmtmmae;
he 18 guided by ap sssigmment; he collects the assigned informstion; he
puts it into & report thet comunicates the information effectively; and
the hesdquacters reports officer, freed of editorial deteil), fwrnishes
mmaymmMmmwmmmWr
$o do so and to fumish alditionsl requirements that can be tailored into
sssigmmerts. The first step in the improvement that the instruction
staff Teels has come to the vowrse resulted from the integration of
requiremsnts into the reporting. 7The second cem with the maintensnce of
£flexibility. The third cams with the gradusl elimination of two groups

- and the orientation of the course primsyily to the needs of the field

case officers and field intelligence afficers. It took almost two
yemrs of course development to arrive st compiete reslization that
changing the estshlished practices; bad as they may be, of the senior
WWMM“W&;

i+ nmmwmzmmemmmme
on afministration stuldents themselves, & familisrization course in reporte
vas sob up especially for masll of them. Reporting and
were eliminated. mﬂm:mmxﬁrﬁam
yemx have lectured the groups on the mechanics of OB and ceble information
reports preparmtion. All have been taught how to use the combination
Tield and hesiguerters form. Miss[bes supervised, for the most
ok, the lsborstory sections, in which plenty of prectical exercises
bave been carried out. During the year, the course has been offered
three times with a full enrcliment of at least six stulents each time.
It hes been scheduled for two weeks, sfternoons only. There hwve been
oo soxplaints from sany source that the cowrse is not achieving its
purpose of preparing fleld siministrative sssistants to type information
reports in the finsl form and st the game time to check on organizetion
aud sxpression. The course also relieves the IRER course of the need for
undue considerstion of the clericel side of reporting.

10. umwmmzﬁw closely allled with 1nfmmea
reports, sgain with Miss belp, I have conducted the Cable
Refrosher course four tines the year primsrily covered in this
veport. I have talked to esch class for sn hour on the organization
of the informstion ia cadbles snd for an hour on expression. Miss
s spoken for #n bour each time oo csble and ceble informetion report
Torent . mssmummmneawummwm

considerstions involved. mamge stterdance in the half-dey course
has been 54 students.
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ii. mzsm»wmwmmﬂmwwm
repurting clssses. mmmmarmtm,mmmsﬁnﬁmm
g0t Instruction ! mﬁo&smﬁn&ﬂmmhtﬁmm. There were
nmmmmwmwmammmmﬁam&or
tﬁu%apmit,emuﬁmﬁm'wﬂam. Most of the tutorisl
spstyuction I A1d. In sddition, 16 foreign nationals were briefed, 12 of

Minn msmtarcmﬁmmg
b o j d each {ons course cless for two
hmmelﬂlﬁyatam&eﬁimtbxw@-wmwumm
sexipts for treining films. All in all, the instruction staff has kepl

12. On 9 June, the C/BAN/RC said that the best possible estimate he
Mm%%miwﬁmmemgmmmmowemm
10 stuldents per clsss. Hmmmmmm,me
mi‘aﬂnﬁe'hmdmﬁwmw?or!mummmw
mmmcmmmwﬂmmwmm
it enda. rwmwmmimdmeMW,%mgiﬁmims
mrmmmummu,mmim.mmmmmm
Mﬁm%«ﬁx%ﬂa;t&m@,wmz aod the third, to selx.

wm&whm}mwﬁmmwﬁlﬁmmmmmﬁ
Pive. First, the desdline for getting the field & ions reedy to prepare
To resldy field \ m-MW.eﬁiwﬂfw%iaw,ﬁWBe&n
s&%ﬁ,mamﬁamﬁra@l&s&ﬁsﬁmm. Eecond, the meetlags
instigated by the C/BQM/RC gave st lesst & connotation of officiel recogaition
%o the gri ,a@mmamwﬁmﬁ,mmm&w,
mu,mrxmmmgarmmwdmm@aotmmm&
resuit of the meetings. Pivision training officers and othsrs hawe been
'mmmmllmmnthaMmﬁwwmm. The
srticular fact that must be fmced, though, is ; expense of three
instructors to teach a clsss of six stulents ia beyond vesson.
rmmu,wtmrmmmimmmmmw

&. Enrollmert should be limited to 10 students.

S B meWMdMnmiwmmmw&mcf
anwmmmximmmeamw_m
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ewsluntions to the field case officer. Constleration of reqmdrements
spd sveluations should not become an intellectual exercise such an
was the case ocnce in course and atill pertialiy is.

mmmumwmmmmwwmm. For
senicr sod chief hesdquarters reports officers periodic series of :
mestings of the seminar kind should be set up.

4. Only for familisrization with field prectices would the
bendguarters yeporte officer be accepted.

e«  All instroction in speciaiiged hesdguarters forms, technigues,
i prectices should be eliminated.

. For the mogt part, studerts would be traised by doing
rexlistic jobe of collecting their owm information snd processing
it iato the final form of the Iinformmtion report, both ceble and

pouch.

b, With sweh limttations the course comld well be given in two
inatead of three waeks.

L. m_mmamwmmu&
students in the lebormtory {she refers to it as baby sitting), should
be relessed for the type of work thet she does find interesting.
Miss [ tas = keen interest in supervising stwdent production in
the lsborstory, was sssigned to it, and is more competent et it than
is Mas Bhe should be retained sas lsborstory inatructor,
sioee Isborstory thet most of the work would dbe done
iamu-mﬁnmm Miss would continwe %o help in the
Ceble Refresher course and slso to direct the laborstory in
the Eeports Fenilisrisstion course. Icwmmmﬂsmmw
driafing in requirements and evaluations, vhere Hiss N
ativities have been.

4« A1l bt one goest spesker could well be elimivmted. Guest
apenkers in IERR have been of little walue except to impress students
with position.

13. I would recomsend sn over-xll generel cirriculum thet would include
only discussions of snd practices in the following sctivities: getting an
sssigmment, collecting information, orgsnizing iaforestion, commmdicsting
informstion, dslivering informetion, putting information into fimal form,
evaluwnbing reports, distributing reports. The {nstruction ¢could well be
contuined within two weeks.

-7 -
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Pivet Day

mm’asﬁ;u@wm
The briefing on reguirements

The reporter's Wmim aod development

eﬁtmzm at mt‘cmt.tm on area reguirements
Thixd Dey

The rsv report
Writing the rsw report snd processing it into fingl form
The besic inforzation report and the thinking behind its use

Boventh, Eighth, Rinth, Tenth Days
Isborstory

4. In lien of the two-weeks INER cowrse, students could be given
pxsctice in reporting and reports on the tutorial basis, generally for
two weeks, a8 wes done successfully for yesrs in the FE division. The
ingtroction vould be tallored to the individual. A meximum of three
stulents would be sccepied each Mondsy during 1l months of the year.
In teyms of {xained students the nwmber in & year might well exceed
et of 1957-58 produced by the forsel IRRR course. From 31 Jmnsary
1955 to 1 Jmwe 1956, one instructor in the FE dtvision trained 102 F2
atadents in this way.
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